
Robert Smith 
Legal Clerk I

PERSONAL STATEMENT

An adaptable and dedicated employee that prioritizes and execute task 
efficiently and effectively. Innate problem solving is one of my skills as well 
as Computer literacy. Overall, I am a pleasant professional that welcomes 
new possibilities. I have strong organizational and interpersonal skills. I am 
highly trustworthy, ethical and discreet. I am also detail-oriented and 
resourceful as well as able to multi-task effectively.

WORK EXPERIENCE

Legal Clerk I
ABC Corporation -   February 2005 – December 2006 

Responsibilities:

 Served as the principal executive assistant performing various clerical 
and administrative duties in support of the organization, performing 
office automation duties such as word processing in support of the 
clerical and administrative work.

 Reviewed and processed incoming and outgoing correspondence, 
materials, publications, regulations, and directives.

 Maintained the offices suspense tracking system for all incoming 
reviews/projects.

 Performed legal research as needed/required and creates original legal 
documents.

 Performed duties as a computer systems administrator.
 Reviewed legal documents for accuracy and proper format.
 Established, updated, and maintained office records/files of various 

types.

Legal Clerk
ABC Corporation -   2001 – 2005 

Responsibilities:

 Duties Included Preparing and processing legal documents such as 
subpoenas.

 Assisting attorneys in collecting information such as employment, 
medical and other records.

 Reviewing legal publications and performing database searches to 
identify decisions to pending cases.

 Receiving and taking phone calls.
 Scheduling appointments.
 Mailing, faxing and arranging delivery of legal correspondence to 

clients, witnesses and court officials.
 Maintaining accurate record of payroll and assisting staff as needed..

Education

Bachelor of Science in Law and Justice - (EXCELSIOR COLLEGE 
(formerly Regents College) - Albany, NY)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Basic computer skills 
including several years 
experience with 
Microsoft Office products
such asWord, Excel, 
Power Point and Outlook.
Knowledge ofWorksite 
and Mets Mainframe 
software. Effective 
personal and customer 
service skills.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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